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On April 9, 1992, the Minister of Municipal — 
Affairs outlined a comprehensive strategy to 
speed up land-use planning decisions that 
would be environmentally sound and would 
support Ontario’s economic recovery. The 
strategy focuses on improving the land-use 
planning decision-making process to create 
new opportunities for jobs in the construction 
and development industries. | 


_ As part of this economic recovery strategy, the 


government is clarifying and consolidating its 
policies and requirements for good planning 
decisions so people know, up front, what the 


_ rules are. These policies, requirements and — 


recommendations will be issued in a series of 


guidelines... 


~ Streamlining Guidelines from the Ministry of 


Municipal Affairs are the first in the series. 
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% - INTRODUCTION: 


STREAMLINING THE DEVELOPMENT 
a REVIEW PROCESS 


Managing the development review and | 
approval process more efficiently is one of the 

important areas of.action identified in the Land 

Use Planning for Housing Policy. Statement and 
the government's strategy to speed up land use 
planning decisions that would support Ontario’s 
economic recovery, “Streamlining” is defined as 


the means of reducing the time-spent on develop- | 


ment approvals. 


It should also be noted that the aNcaectones 
contained in these Guidelines were prepared 


for development proposals that are generally in 


~ keeping with provincial and local policy require- 
-ments (e.g., provincial interests, local and 
regional/county official plans, environmental 
protection. ) 


ae Streamlining means making the right decision 
faster, without compromising public interests or 
reducing the quality of the review. Streamlining 
_ measures are in no way intended to ignore 
environmental impact analysis or to cut out 
public participation in the review process. 

~ Rather, the purpose is to ensure that the 
“downtime” onall applications is minimized. By 
identifying and eliminating unnecessary dupli- 
cation arid other “time wasters” that have crept 
into the process, it will be possible to simplify 
and shorten the process from beginning to end 
- - and that should allow for more emphasis on 
the quality of review. - 


The wide range of public interest in how land is 


used is reflected in the number of players in the 
planning approval process. There are the 
proponents, approval authorities (e.g., ‘munici- 
palities, counties, regions, Ministry of Municipal 
Affairs), review agencies, and the public: (e.g. 
Ministries of Agriculture and Food, Culture and 


Communications, Environment, Municipal 
Affairs, Natural Resources and Transportation, 
School Boards, Conservation Authorities, etc.) 


Streamlining the development review process 
means different things to different people. For 
the proponent, it means reducing the amount of 


" time it takes for a development application to 


make its way through the approval process. 
For the approval authority, it means keeping to 
a defined schedule while protecting public 
interests. For the review agency, it means 
becoming more efficient in the way staff and 


resources are allocated, while carrying out the 


agency’s mandate. For the public, it means. 


maintaining and improving the quality of 


decision-making while optimizing opportunities 


_ for public involvement. The bottom line? For 


everyone involved, efficient and effective plan- 


ning decisions. 


The eleven Guidelines contain useful recom- 
mendations for the different participants in-the 
planning process. Time Frames for Municipali- 
ties-and Provincial Agencies is a géneral 
guideline for all participants. Guidelines 1-5 are 
targeted to municipalities; Guidelines 6 to 
review agencies; and Guidelines 7-11 to develop- 
ment proponents. Readers are encouraged to 


; familiarize themselves with all the Guidelines. 


This will foster a better understanding of the 
development review process; the roles and 
responsibilities of other those involved in the 
process and what every player can do to 
improve efficiency in their part in the process. 


TIME FRAMES FOR MUNICIPALITIES. 
_AND PROVINCIAL AGENCIES 


The province’s Land Use Planning for Housing ~ 
Policy Statement requires that each municipal 

- council make a commitment.in its Official Plan 
+o streamline its planning process. This is to be 
accomplished by identifying time frames for 
- processing each type of development applica- 
tion and, where necessary, by implementing 
new procedures and methods that will enable 
the municipality to meet the time frame targets. 


This Guideline sets out the major steps in arriv- 
ing at a decision on subdivision, condominium - 
or official plan amendment applications. The 

Guideline outlines a target time frame of 180 

days for the municipal decision and 90 days for 
the provincial decision on such applications. As 
targets, they are general guides for participants 
in the process. For the municipality they should 
provide a scheduling tool for managing applica- 
tions. For the proponent, they provide an . 


- overview. of the total time it should take for a 


decision. For review agencies, they indicate the 
time allowed for the resolution of issues and 
decisions. 


These targets are reasonable time frames.for 
development applications that do not involve. 


significant policy changes, do not present major 


environmental concerns, and are on urban 
services. These target time frames should be 
achievable for the majority of applications. 3 
Development proposals which require review 


and additional public input on policy decisions, ies 


which entail finding resolutions to major environ- 
mental and servicing concerns, wiil take longer. 


Making Time Frames Official 
. Plan Policy 


To establish times frames as part of official plan | 


policy, municipalities will need to undertake six 


steps. — 


e Analyze the existing process to determine © 


how long it takes for a straightforward appli- 
cation to get approval (straightforward 
means no major policy changes, no major 
environmental concerns and on urban 
services). 


° Develop.a target: ‘time frame. ° 


° Compare the actual. time taken to the target 
time frame. 


¢ Implement streamlining measures in order 


_ to develop the best time frame for your 
municipality. 


 ¢ Include this model in your official plan. 


* Monitor progress over time and make further 
improvements as necessary. 


The first step in establishing target time frames 


_is to find out how long it takes for a straightfor- 


ward-application to get through the system. 
Some municipalities already have in place a 
tracking system that enables. staff to know. 
where.an application is at any given time, and 


’. what the next action should be. For others, this 


first step will involve setting up a system to 
track applications through the process. 


Develop a target time frame. Is it reasonable? 
Compare the actual time taken to the target. 

If the time taken frequently exceeds the target 
time frame, try some of the initiatives in this 
series, or some of your own, to {a the 
time frame. 


The result of this exercise should be a model of 
the planning process — depicting each step, 
how it is to work:in the municipality and how 
long each step should reasonably take. This 
model should form part of your official plan. The 
great majority of the straightforward applica- 
tions should be processed within the target time 


frame. For example, the municipality may strive 


to process 85% of applications within the target 
time frame, with 15% taking-longer because of 
significant complications. The official plan 

~ should reflect this target while maintaining 
"some flexibility. A commitment to meeting time 
frames will increase certainty in the process. | 


As:a follow-up it will be important to monitor 
your progress over time and make adjustments 


when necessary. The Land Use Planning for — 


Housing Policy Statement requires municipali- — 
ties to review every two years how targets for 
processing land use planning applications are 
being achieved. Successful monitoring models 
‘are being used in several municipal planning 


departments. The province is currently enhanc- - | 


- ing its existing data base in order to monitor © 
housing development and housing policies. . 
‘Municipal Target Time 
Frames — 


Based on the work of the Streamlining Task 
Force, a target time frame of 180 days for 
straightforward subdivision, condominium and 
official plan amendment applications has been 
developed for municipal decisions. For these 
types of applications, it is useful to separate the 
development review and approval process in to 
three interrelated phases: 


¢ Screening the Application; 

¢ Consultation with Review Agencies and 

~ Public; and 

* Decision-Making. 

This Guideline prunes an overview of each of 


these phases and examples of. some of the 
techniques that are suitable. at each phase. 


Guidelines 1-5 in this series explore stream- 
lining measures in greater detail. 


Screening the Application (30 days) 


_ The municipality should establish a time frame 
~ for itself, approximately 30 days, to review the 


merits of an application and determine its com- 
pleteness. In some cases, this first stage need 
not take 30 days. 


Some of the identified time-saving techniques 
include: 


¢ Encourage the proponent to ‘consult the 


municipality and the community before the 
application is submitted. 


e Provide a detailed checklist of what is 


‘required from.the proponent for each type of 
development application. 


¢ Provide standards, guidelines and develop- 
ment review checklists of all review or _ 
‘ approval.agencies to ensure that the propo- 
nent understands what is required in the 
application. 


| e Identify the municipal planner who will be 


responsible for tracking the application 
through the development review process. 


- Many developers who include the public early 


on in the process have greater success in man- 
aging their projects later on. Even at this early 
stage, the municipality should encourage the 


'. proponent to make the public aware of pro- - 


posed planning changes through informal 
meetings and discussions. This may be as 
simple as the:proponent sitting down face to 
face with neighbours in their living rooms and 
letting them know about the planned project. It’ 
could also take the form of larger meetings with 


~ local ratepayer associations. In this way, the 


proponent can seek out public input so that 
there is a better understanding of how a new 
project will fit in with the existing community. 
Pre-screening applications to ensure that the 
necessary components are in place is an 


’ essential step towards eliminating documents 


which are out of step with the Official Plan or 
provincial policies or lack sufficient information 
~ to be appropriately reviewed. If this is done, | 
incomplete or inadequate applications can be 
identified and dealt with appropriately so that ~ 


’* delays are prevented later i in the process. 


Applications should not be circulated if they are | 


~ incomplete, do not meet standards, do not have 
the necessary accompanying reports and/or do 
not conform to the general intent of the official 
plan and/or provincial policies. This ensures © 
that staff time and resources are spent on 


reviewing properly prepared applications. When . 


applications are incomplete, the municipality 
should decide on appropriate action. For exam- 
ple, the application could be returned to the 
proponent with a request for further information 
and changes, or be refused without circulation. 
_ One of the purposes of screening the applica- 
tion is to separate applications that conform to 
the official plan, do not anticipate major envi- 
ronmental concerns and are on urban services 
-from those applications that are controversial, 
non- conforming or eon. 


’ Consultation with Review Agencies and 
Public (90 days) 


If the application is complete, itis ready to be 
circulated to review agencies for comments and 


for consultation with the public. A time frame of . 


no more than 90 days should be allocated to 
this stage of the process. This should. allow 
time for all relevant agencies to provide a thor- 
ough review of the application and either to. 
‘approve, object or advise of significant concern 
with the application. In some cases, 30 to 60 — 


days should be adequate. At the same time, the 


municipality may advise and receive input from 
the community — for example, ata public. _ 
meeting regarding an official plan amendment, - 
as required under the Planning Act. . 


Techniques to expedite meeting this time frame 
are covered elsewhere in these: Guidelines. 


- They include: 


e Encouraging the. proponent to pre-consult 
with all necessary review agencies before 
submitting a formal application. 


_e. Exercising judgment in deciding which 


review agencies receive ine application for om 
comment. 


oe Avoiding unnecessary duplication in the 


circulation process. 


e Encouraging review agencies to streamline 
. their procedures for commenting on routine 
development applications. 


¢ Using electronic means of transmitting — 
documents, correspondence and Official. . 

“responses (with original to follow where _ 
necessary). | 


It should be possible for-all affected'review 
- agencies either to recommend approvat of the 
application, with or without conditions, or to 


recommend refusal within this time frame. 


Agencies which do not request an extension 


from the approval authority and which have not 
responded within the specified time limit can be 


| oie consideréd as having no objections. If a deci- 


sion cannot be. reached because of unresolved ; 
differences between the review agency and the 


proponent, then the next ee ‘of the process 


is activated. | 


Decision-Making (60 days) 
At this stage in the process, the municipality. 
_should play a lead role in bringing the propo- ° 
nent and the review agency (or other objector) 


together to negotiate an acceptable resolution. » 


The municipality should endeavour to render a 
~ decision in a time frame of 60 days. If negotia- 


tions are still proceeding at the end of this 


- 60-day period, the proponent may request that 


the negotiation process be extended. However, . 


_ the municipality has an obligation to make a 


decision without undue delay, basing its 
decision on good planning principles and the 
public interest. tyre mene - 


Municipal Target Time Frames for Development Approvals 


Consultation with 


Screening the Application 


Either declare incomplete 
and/or premature; or 
process and circulate. 


Decision can be expedited if 
‘proponent pre-consults with 
~ municipality and agencies.’ 


review agencies stream- 


Review Agencies | 
and Public” 


Cieote to departments 
and agencies. 


Consult with public. 


Time frame can be met if 


Decision-Making 


Consider comments 
received. | 


Municipality to play lead 
role in résolving outstand- 
_ ing concerns, conflicts. 


- ‘proponent has 
. pre- -consulted; 


- Decide to approve, 
refuse,.etc. 


line operations; 


unnecessary duplication in 
the circulation is avoided; 


-concurrent public consulta- 


en, 


project management is 
exercised. by the approval 
authority and proponent. : 


— 30DAYS 


Provincial. parzel Time 
Frames, 

The province has committed to a target time 
frame of 90 days for decisions on straight- 


forward subdivision, condominium and official 
plan amendment applications once they have 


been screened. Other applications that are’con- 


. troversial and do not conform fo municipal plans 


will take longer. As in the municipal development 


review and approval process, the applications | 
submitted to the Ministry of Municipal Affairs for 
approval would also go through three phases: . 


90DAYS — 


60 DAYS 


e Screening the Application; 


ee - Circulation to Review Agencies; and 


e ~ Decision- clues 


Screening the Application 


Any application for a subdivision, condominium 
or official plan amendment approval received 


~ by the Ministry of Municipal Affairs will first be 


screened for completeness, for information 
required. under the Planning Act, and for stud- 
ies, reports and standards required by the 


provincial agencies. The development proposal — 


also will be screened to determine general con- 
formity with local and regional official plans as. 
well as provincial policies (eg. policy slaicment: 
guidelines, etc.). 


Complete applications with the appropriate sup- 
porting background information and in general . 
conformity with government policies may pro- 
_ ceed to the next phase: circulation to review 
agencies. However, those applications that are 
deemed to be incomplete, missing information, 
premature or non-conforming may be returned 
to the applicant, held until the proponent pro- 
vides additional information, or refused. - 


Circulation to Review Agencies (60 days) 


_For those straightforward applications that have 
"been screened and.are ready to be circulated 
to review agencies for comments, the province 
has made a.commitment to complete the circu- 
lation process in 60 days. Each application will 
-also be reviewed to determine which agencies 
should be asked for comments. If an official 
plan amendment, for example, has previously 
been. circulated by the municipality to each of 


the key agencies and all concerns resolved, the 


province may decide that its circulation of the 


document can be reduced or even waived. Cir- - 
culated agencies will have 60 days to review 


the application thoroughly and either approve, 


object or advise of significant concerns with the 
application. 


Decision-Making (30 days) 


In this phase, the Ministry of Municipal Affairs 


~ will make a decision on the application within 


30 days. This time is needed to resolve any 
outstanding concerns raised by agencies and 


.the municipality. Outstanding public concerns 


and referral requests will also be reviewed dur- 
ing this period. A décision then can be made to 
approve, approve with modifications and/or 
conditions, refer to-the Ontario Municipal Board, 
or refuse the application. Draft approval of 


-plans of subdivision and condominium will prob- 


ably take the full 30 days, as the preparation of 


3 conditions of draft plan approval usually 


requires coordination and discussion with the - 


_ proponent, municipality and relevant agencies. 


GUIDELINE 1 
MUNICIPAL ACTION 


’ Municipalities are responsible for.receiving, 
circulating and, in most cases, making decisions 
on development applications. The municipality 
‘is responsible for keeping thirigs moving to a . 
‘defined schedule while protecting community 
values and the public interest. Municipal officials 
‘must pursue their. concern for an efficient plan- 
ning process — without compromising the 
quality of the review. 


Perhaps the best way municipalities can 
achieve these goals is by ensuring that their 
planning documents reflect a well-defined 
vision of how the community is to develop. 


- Forward-looking official plans which set out the | 


ground rules for how growth is to proceed 
should minimize the need for frequent amend- 
-ments and the need to make policy in reaction 
to development applications. 


An efficient planning approval process and an. 
up-to-date, forward-looking official plan can. 
work to the municipality’s advantage. Effective - 
administration can demonstrate to other partici- 
pants in the process the municipality’s : 
leadership role in establishing and maintaining 7 


a well organized and managed decision-making ~ 


process. This sends a clear message to the 
other participants, particularly the development. 
industry, that the process is consistent and 
predictable. From an operational point of view, 
~ streamlining can keep workloads within reason, 
while providing a better level of service to the 
public and development industry. - 


There is a wide selection of actions that the 
municipality can take to streamline the develop- 
ment review and approval process: * 


ihe Create a positive policy framework. 


° improve operations to ensure a timely 
review. 


¢ Manage decision-making by delegating 
authority and consolidating applications. 
Take an active role in project management 
of the circulation and review process. 


Creatine a Positive POUCY = 
Framework 
There are a number of strategic initiatives at 


the policy level that will go a long way in help- 
ing to streamline the approval process, thereby 


_ providing more certainty to the public and. 


developers. These broader initiatives serve to 
provide the necessary resources and context 
that can make improvements in efficiency 


‘possible. 


‘Prepare a development staging policy 


- The official plan should contain a development 


staging policy which establishes the rules of the 
development process in the municipality and - 


_ provides both the municipality and the develop- 


ment industry with a schedule outlining the 
timing of development. For example, the 
Implementation Guideline for the Land Use 
Planning for Housing Policy Statement sets out 
initiatives to increase the supply of serviced 
land for housing. These include developing pro- 
jections for land needs over the short, medium 
and long term, as well as designating a mini- 
mum 10-year supply of residential land.and 
establishing a three-year target of subdivided 
land. These and similar measures from the 
Policy Statement can be included asa develop- 
ment staging policy in the official plan. 


Keep official plans current and up to date © 


If the official plan tells all the players in the 
process what’s planned for the future in a given 
area, it becomes a useful tool to guide propo- © 
nents in mapping out their development 
options. An up-to-date official plan is‘invaluable 
in pre-screening applications at the municipal — 
level to determine whether an application is 
appropriate and feasible. It also assists review 
agencies in their assessment of applications. » 


~ Section 26(1) of the Planning Act requires — 
municipalities, not less frequently 1 than every . 
five years, to hold a special meeting; open to. 
the public, to determine the need for revision to 
the official plan. Regular reviews are important 
to keep the official plan reflective of changing 


circumstances such as ecanomic, demograph- 
ic, or environmental trends, cumulative impacts 


of development, and new Soman needs 
_and values. - 


The official plan should be clear, Sunes and 


~» easy to understand, while containing enough 


information for the public and proponents. 


Developers are looking for certainty and guid- — 


‘ance in local official plans. In framing the’ 
direction for development, the plan should be 


. comprehensive, but not worded so precisely _ 
that.amendments. are required for developments _ 


not consistent with those precisely worded 
directions. A.good plan will minimize the require- 
ment for time-consuming amendments for minor 
-.aspects of developments or developments which 
meet the direction and policies of the plan.. 


Develop a comprehensive data base at the * 


_ upper or lower tier level © 


: Compiling a comprehensive data base at the 

_ upper or lower tier level can aid the process 
considerably by avoiding the time and expense 
_of duplicate studies or data collection. It may 


entail collection of information and preparation 
of studies for. key policy areas including: growth 


- and settlement areas; floodplains; wetlands; 


fisheries; water resources management; noise; 
heritage and archaeology; transportation; and 
waste management. This work, when performed 
early:i in the process, will enable municipalities 
to refine their official plans in order to direct 
development in a clear and comprehensive 
manner. | 


. Establish an advisory committee on 


streamlining - 


~ Some municipalities have established commit- 
tees or groups which monitor the operations of 


the plan review process. The committee could 


‘have one or more of the following functions: 


i . ‘identifying areas where efficiency i improve- 7 


. ments are possible; 


¢ assessing the progress Being made | in areas : 
_ targeted for improvement; and 


° recommending improvements to consultation 


-. methods with review agencies and the public... 


| “ GUIDELINE2 _ 
IMPROVING OPERATIONS 


The municipal role i in the land use planning and 
development approval process is to ensure that 
decisions are made on the basis of good land 


‘use planning principles — and in a timely man- 


~ner. For this to occur, the municipality should, . 
_review internal operations, maintaining a tighter 
time framework for the approval process and 
reducing the time spent in review and circula- 

_ tion. A fresh look at the. manner in which 
‘operations are performed can often result in 
identification of several opportunities for. 

improving efficiency. 


Dealing with the Proponent 
The proponent looks to the municipality for 
“guidance on what constitutes a complete appli- 
cation: A proponent new to an area looks for an 
outline of the municipality's review process, 
such as a manual or flow chart. This avoids 
problems such as incomplete applications, 
delays, and unnecessary duplication of effort. 


The municipality can minimize surprises at the 
_ front counter and simplify the process by taking 
the following steps: 


¢ Confirm with the proponent exactly what 


constitutes a complete application by provid- 


ing a checklist of requirements for each type 
of development proposal. For example, a 
subdivision application should meet the list 


_ of tequirements as set out in Section 51 (2) of 


the Planning Act. The checklist should also 
identify which studies or supporting docu- 
mentation are likely to be required from the 
review agencies, as well as other details — 
required by the municipality. . 


‘e Adopt the policy that incomplete applications 
will not be circulated but will be returned 


promptly to the Seca per indicating what 


~~ material is missing. 


Obtain and make available to development | 
proponents the standards, guidelines and 
development review checklists of all review 
or approval agencies. This is an important 


~ first step in ensuring that all applications are 
complete and the proponent is aware of the 


requirements of all review agencies. 


Encourage the proponent to pre-consult with 
as many of the review agencies as possible 
in order to become familiar with information 
requirements and to receive feedback on 
preliminary or conceptual proposals, if possi- 
ble. Proposals should be.detailed enough to 
provide a basis for input from review agen- 


‘cies but flexible enough to accommodate 


changes in structure, form and layout. 


Provide a synopsis of the stages which the 


application will go through. Within the con- 
. text of the Time Frame Guideline, explain the 


time expectations for each phase and a list 
of the review agencies to which the applica-: 
tion will be circulated for comments. This 
synopsis could take the form of a municipally 
produced procedures manual or flowchart 
which identifies the milestones in the review 
process, the roles and responsibilities of each 
player, and the time frames to completion. 


Encourage communication between the 
agencies and.the proponent. Encourage the 
proponent to manage the project by following 
the proposal as it works its way through the 
circulation and review process. This pro- - 
active form of project management helps the 
proponent to stay on top of the specific appli- 


_ cation. The procedures manual or flowchart 


prepared by the municipality will be of great 


assistance to the proponent in tracking the 
progress of the application. It should also 
reduce the number of times the planning 


office has to field enquiries from the propo- 


nent regarding the status of the application. 


Identify the municipal planner (and back-up) 


who will be responsible for tracking the appli- 


cation through the development review 
process, at both the upper tier and local 
levels, if applicable. 


Where applicable, let the proponent as well 
as the review agencies and departments, 
know that the municipal planning department 
plays the lead role in managing the admini- 
stration of the circulation and review process. 
If and when problems arise in the review 
process, the planning department can play a 
coordinating role in ee resolution. 


Keep toa Defined Schedule 


In order to keep the development review and 
approval process running smoothly, municipali- 
ties should consider the following initiatives: 


Establish clear time frames for all steps in 
the review process based on time frame 
targets and review these with the proponent. 


Identity the players at each step of the 
process and indicate to them their responsi- 
bilities in meeting these time frames. 


In the case of the review agencies, establish 


_ with each agency the clear expectation that 


they will meet the time frames for develop- 


ment applications which do not have any 
major policy conflicts and environmental con- 
cerns and are on municipal services. Ask 


that a request for more time be accompanied 
> by an explanation of why additional time is 


needed. For example, an agency may have 


_ preliminary concerns for which further review 


is required. If no response is forthcoming 
within the allotted time, and no request far 
more time has been received, the agency in 
question shall be considered as having no 


objection. Of course, in’ some cases.a 
response from a review agency is vital and 


_ must be received. The municipality should 


actively pursue such comments. 


Reduce the amount of time from st of 
the application to initial circulation. As soon 
as the development application’is complete 
and contains all supporting documentation it 
should be circulated. This may occur in less 


‘ than 30 days. 


Reassess: how Development 
Applications are Circulated — 


¢ Considerable time can be saved by allowing 


the proponent to transmit documentation 
directly to a pre-arranged circulation list 


~ agreed to by the approval agency. This 
‘method is most suitable where the circulation 


list is limited. For it to.work effectively, the : 
municipality, as the approval authority, will 
need to establish mutually agreed upon 


_ ground rules among the affected parties — 


the proponent, the municipality and the review 
agencies. A written. guideline approved by the 
senior planning official or council, setting out 


the roles and responsibilities of. a Lele 
Is recommended. 


Use alternate methods of Fane docu- 
ments, correspondence and official response 


_ during the circulation and review period. The - 


approval agency should actively encourage 


; greater use of electronic means to convey 
information between municipalities and 


, review agencies. Telephones, with written 
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10 


~ follow-up confirmation, facsimile machines 
. and electronic mail are convenient time 


savers. 


In regional municipalitics, avoid unnecessary 


_ duplication in the circulation process. This 


can be accomplished by transferring the 


- responsibility for receipt and circulation of 


plans of subdivision from the Region to the 
local municipal planning department, where. 
appropriate. 


Where this has happened it would be the 
responsibility of the area municipality to 
check the application for completeness and 
to circulate the application to affected agen- 
cies, including the region. To ensure that 
there is no confusion as to who is responsi- 
ble for approval, the application forms and 
‘circulation letter should state clearly that the 
upper tier municipality is the approval 
authority. ave 


This approach can lighten the workloads of 
all circulated agencies and improve turn- — 
around times. With one level of municipal 
government circulating the applications,- 
there will be less confusion and a more 
predictable process for the proponent. 


In other regional settings, it may be more 
efficient for the regional planning department 
to circulate to the review agencies on behalf 
of the local municipality. The region would 
ensure that the local municipality is part of 
the process by requesting that circulated 
agencies copy the municipality (as well as 
_the.proponent) on all comments sent to the 
region. ee 


What to Circulate 


Make sure to circulate all available informa- 
tion that the proponent has submitted or ° 


_ provide a list of available information that 


review agencies can request. 


Cross reference adjacent or related applica- 
tions. A review agency may have already 
undertaken a site specific inspection, estab- 


lished information requirements, and prepared . 


a response to an adjacent proposal. 


 GUEDELINE 3 | 
DECISION-MAKING 


Decision- -making can be streamlined in several Consolidating Public Meetings | 
- ways. By consolidating applications and public | 


meetings, decision-making becomes more 
focused and takes less time. By restricting 
review agencies’ comments on applications toa 
single window of opportunity and by delegating 

' approval powers and responsibilities, costly 
duplication of effort can be avoided. 


Consolidate public meetings in thosé cases 
where no major planning issues are involved 
and where an application for subdivision | 
requires an amendment toa planning docu- 
ment — either an OPA, a zoning by-law 
amendment, or both. This measure is not 
intended to limit public participation. On the | 
contrary, it will sérve to focus public input, 


Consolidating Applications allowing members of the public to see how the 


Significant time savings can result fromastan- ._ pieces fit together. It.will reduce confusion by 

- dardized application form approved for use by —_- Presenting policy issues surr ounding the OPA 
both a local municipality and the upper tier _* and technical issues relating to the subdivision . 
municipality. In most instances where there are. _ at the same meeting. The public input obtained — 
no major planning issues involved, itshould . _ - at one meeting will be of more value to decision- 
also be possible for an official plan amendment — _™akers. Make sure'to explain technical issues _ 
(OPA), a subdivision application and a zoning in non-technical language which the public can 
by-law amendment to be processed together = +=understand and respond to. 5 
‘and circulated concurrently. Benefits of consoli- ae Sac 
dated applications and review include: __ ae Determining Circulation to ~ 
° review agencies establish better continuity Review Agencies | 


‘with development applications through the 


various stages of the process: Use professional judgement in determining cir- z 


culation to review agencies. It may not always 


° review eee see all ue various ae ~ be necessary to circulate to all agencies which 
approvals required as yeu ea ne Seoul "review planning applications. Consider who has 
of the development application in question; = an interest and who does not have aninterest 

¢ the reviewer can make linkages between the __ in the particular development proposal. 
development application, the planning docu- Most review agencies are involved at the official 
ment amendment and the end result, leading pian stage. It is the municipality's responsibility ” 

__ to more focused decision- -making;. to ensure that the measures to address con- 

° some degree of standardization brought 8 _ cerns expressed at the official plan level are 

. the circulation process; and | _ implemented at the more detailed stages of 


planning, such as subdivision, rezoning, site’ 
plans, and grading and servicing plans. In some 
Cases, a development proposal, such as aplan 
_ Of subdivision, may be circulated to a review 
-agency for information only because the 


¢ downtime reduced on an application so 

~ that a-review agency does not “sit” on an 
application (i.e. OPA) while waiting to receive 
the related application (i.e.. subdivision). 


way: 


agency’s interest is adequately reflected in the 
official plan or the concerns have been noted 
and reflected in the subdivision design and con- 


ditions of approval. This reduces duplication of — 


circulation at many stages. The regulations in 
the Planning Act set out the circumstances 
under which applications must be circulated to 
specific agencies. — 


If pre-consultation and the consolidated appli- 
cation approach have worked effectively, most 
of the review agencies’ concerns and require- 
ments should have been addressed up front. 
The only confirmation then required fromthe  — 
review agency may be that their requirements 
and concerns have been included or addressed. 
Care must be taken to ensure that.agency. 
‘concerns are properly addressed. If they are 
not adequately addressed, the application may 
be refused or referred to the Ontario eaten 
~ Board. 


In addition, Ps porovals or permits under other 
legislation may be required and the application 
should be circulated to agencies responsible for 
this. legislation so that they can give their. com- 
ments and approvals. | ne 


Exercise judgement in deciding which agencies 
should receive documents for comment (sub- | 
ject to the statutory and regulatory restrictions 
of the Planning Act). For example, there may 
be no reason to circulate a plan of subdivision 
to the Ministry of Agriculture and Food if the - 
-Ministry has already agreed to an urban BESS: 
nation in the Official Plan. 


_ Another technique for managing the circulation 
list is to use maps which identify areas where 
an agency wishes to receive applications. For 
example, the Ministry of Natural Resources has 
prepared maps showing its areas of resource . 
concern for some municipalities. 


. Once the circulation list has been determined, 
“the proponent should be advised which agen- 
cies will be reviewing the application. 


Delegating Approval Powers 


Consider delegating certain approval powers 
from council to senior planning staff as per 
Section 5 of the Planning Act. For example, 
where conditions of draft approval of a subdivi- 
sion are not being contested, there may be no 
need to go to committee or council for approval. 


- This can save council's time as well as staff 


time and resources. Municipalities that have 
delegated powers to senior staff realize signifi- 


. cant time savings. 


The approval authority should delegate 
approval powers for minor changes to site plans 


“toa municipal official (usually Planning Depart- 


ment) where local staff expertise justifies 


_ delegation as per Section 41(13) of the Plan- 


ning Act. Councils have the ability to delegate 
to a committee-or official their site plan approval 
powers, except the power to define an exempt 


- class. In most'cases, minor changes to the plans 
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should not require senior or political approval. 
Considerable time can be saved by allowing 
local planning officers with demonstrated 
experience to approve site plan agreements, 
consent documents and subdivision agreements. 


- GUIDELINE4 ~~ 
PROJECT MANAGEMENT 


The municipality as the approval authority is 
central to the planning approval process. The 
municipal planning staff have first-hand know- 
‘ledge of the community, the site and the 
proposal. As well, the municipality is the first 
point of reference for the proponent, the public 
and the review agencies regarding the applica- 
tion. For these reasons the municipality is in a 
strong position to “steer” the application through 
the review and approval process. 


Benet of Managing | the 
Circulation Process 


There are a number of benefits for those 
municipalities that take a proactive or project 
management approach to their applications. 
A proactive role: — 


e identifies the municipal planning department - 


as the overall manager of the review and 
approval process; — 


e encourages review agencies to trust and 


respect the expertise of municipal officials; , 


° fosters a more predictable planning process 
by removing doubt and uncertainty for all 
parties about who is responsible; 


° saves tire for bales esl staff and for the. . 
other participants; and 


¢ generates a more positive attitude on the 
part of proponents and public towards the 
municipality, and sends a clear signal that it 
can manage and coordinate the process. 


‘The Project Management Role 


Project management by the municipality goes 
beyond the tracking and expediting of the appli- 
cation done by the proponent. As one of the 


key participants in the process, the municipality 


is in a position to: 
° initiate and support pre-consultation; 


¢ coordinate responses by the review 
agencies; 


e encourage timely review by agencies; 
e monitor progress; and - 


¢ resolve conflicts which may arise. 


Initiate pre-consultation 


_ Pre-consultation serves to identify arate at 


the initial stages and eliminate issues which 
could delay a response at a later date. The 


municipality can play a vital role by encouraging | 


the review agencies and proponent to partici- 
pate in pre-consultation. The municipality can ~ 


‘ also streamline the process by coordinating 


meetings and site visits, making sure that all 
relevant ee are in attendance. ; 


Coordinate response by the review 


agencies 


When an agency has no comment on the 
preliminary circulation, it is not necessary to — 
circulate to them a second time. However, the 
agency should be given fair notice that precir- 


| culation may be the one and only circulation. If 


the proposal changes significantly, the review 
agency should be consulted. Similarly, if an 
agency has comments which in the opinion of 


_ the approval agency have been addressed, the ; 
_ review agency should be notified of this in writ- 
ing and told that the application will not be 


circulated to them a second time. On the other 
hand, if review agency concerns have not been 


‘adequately addressed, it is the responsibility of 


the approval authority to inform the proponent 
and suggest a way to deal with the issue. 


Where review agencies copy their comments 
directly to the proponent, it is the responsibility 
of the municipality to clarify agency responses 
‘for the proponent. Proponents should be 
instructed to check back with the approval 
authority before acting on review agency com- 
ments. The approval authority should review 
‘the agency comments to determine if the com- 
ments of one agency may affect the comments 
of another. The approval agency should call 
and clarify the matter with the review agency 
directly. aide: nn ae ; 


Encourage timely review by agencies 


_ The municipal authority can encourage review - 


agencies to exercise judgement in how. they 


_ comment on routine development applications. - 


If no comment is necessary and this can be 
determined quickly, it should not take long to . 
respond. For example, “no comment” form 
letters sent by facsimile machine could be 
mutually agreed upon as an acceptable form of 
official response. 


It should be possible to identify and remove 
non-essential conditions for draft approval of 
- plans of subdivision. The municipality should 


meet with review agencies to discuss their stan- 


dard list of conditions and reach agreement on 
those conditions which should be omitted for 
subdivisions. Similarly, agency conditions 
should be consolidated wherever possible. 


Monitor progress 


The municipality needs to assign a contact 
person who is responsible for monitoririg the 
progress of a project through the system. The 
purpose of this function is to ensure that the 
project does not get “lost” or delayed unneces- 
sarily. In order to carry out this responsibility 
effectively, the contact person will need to 
kKnow:. 


*. where the application is at any given time; 
° whois looking after it; 


° what problems, if any, have been identified; | 
and | | | 


_* how the problems are being resolved. 


Make sure the contact person is identified to 
both the proponent and-review agencies. 


Resolve conflicts 


In some cases, problems may involve more — 
than simply inadequate information or missing 
studies. As a project progresses through the 
review system, differences may arise between 
agencies or between a review agency and the 
proponent. In this situation, the approval 


. authority needs to be proactive in attempting to. 
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reconcile the differences between the other par- 


* ties. Such a proactive approach will send a 


clear signal to both parties that the approval 
authority is serious about finding a resolution, . 


preferably with a reasonable time frame. As 


well, leadership: on the part of the approval 
authority to resolve conflict is more likely to 
bring about a solution. 


GUIDELINE 5 


_ STREAMLINING OFFICIAL PLANS 
AND ZONING BY-LAWS 


Streamlining the development approvals . 
process is important. However, streamlining 
official plan and zoning by-law documents can 
also assist in the good management ofthe .. 
planning process. | 


“Streamlining” as it ence to planning Noone 
ments is defined as the development of a _ 
planning document that reduces the need for 
unnecessarfy amendments, provides clarity and 


readability, while at the same time ensuring ‘that 


the integrity of the document i is maintained. 


These Guidelines outline a number of 
approaches or techniques which can be.used 
to streamline official plans and zoning by-laws 
- as well as amendments to such documents. 
These recommendations are intended to have 
general applicability to most communities. 


Why are streamlined planning documents 
better? Because they: me es 
_¢ improve the quality of decision-making by — 
-ensuring that resources are not diverted to 


| Stee nine. Official Plans 


An official plan can take a wide variety of forms 
depending:on the philosophy upon which it is” 
based. In many cases plans have become 
detailed development control documents which 
are difficult to interpret and which do not so 
much plan for the future as reflect the “status 
quo.” Official plans which instead:clearly set out 


‘the areas for growth can be instrumental in 


. streamlining development. review. 


_ The following: recommendations are’ intended tos, 


outline a number of approaches and techniques 


- which can be used to improve the clarity and 
- readability of official plans and reduce unneces- 


sary amendments. 


a, 


; Clearly outline the official plan “vision” 


_ the processing of unnecessary amendments — 


and interpretation of confusing documents; - 


° create a more positive approach to planning 
by minimizing the Boe of over-. * 
_ regulation; 


e reduce the time involved in the processing of © 


amendments and the costs related to such 
changes; 

- © improve the clarity of documents and their S 
accessibility to the public; and 


° return the focus of official plans to long- term 
planning where it belongs. 


At the same time, however, streamlining is not . 


intended to reduce the quality of official plans. 
and zoning by-laws or their apy to guige 
development. 
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Such a “vision” statement: — 
° provides a context for the development of 


more detailed: policies, Including any plan 
amendments; 


. establishes a standard.against which the . 


appropriateness of such policies can be 
measured; . 


e reduces the néed for amendments by allow- - 
ing fora liberal interpretation of the plan, 
because the direction of the plan is easily 
understandable and any significant change 
in that direction will be evident; and 


* ensures that all amendments are developed 
_in the same context so that they “fit feta 
‘in a cohesive manner. 


~— 


Use a writing style and document format 


which makes the official plan as accessible 


to council and the publics possible | _ 


Many official plans are not used by council or 
_ the public because they are difficult to under- 
stand. Design the plan to make it as easy to’ 
read as possible: 


te Keep paragraphs and Bections short. 


ets Use point form. 


* Put section locators at the top.of the page. - 
© Simplify language. ” 


¢ Increase white space around text for easier 
reading. 


Update the official plan on a regular basis 


to reflect on-going experience 


A record should be kept of problems, such as 


ambiguities in the text, inappropriate land use ~ 


designations, and frequent exceptions to the 
~ - game policies. The official plan can then be 
_ updated on a regular basis. 


Utilize general land use designations, with 
a range of permitted uses 


Generally there should be no concerns if a land 
use designation permits a wide range of uses 
provided appropriate policies are included to 
ensure compatibility. Zoning regulations can 
then be used to provide specific direction as to 
permitted uses in any particular area. 


For example, it may be unnecessary to include . - 


more than two or three residential designations 
~ in an official plan. The policies can be used to 
establish criteria for the location of specific 
‘types of residential uses, including medium 
and/or high density development, to ensure 
compatibility with adjacent uses. 


Establish amendment criteria 


Establish criteria in the official plan which deter- 


~ . mine whether an amendment is or is not — 


required. These criteria can be specific to each 
land use designation or general criteria for all 
amendments. Examples which would not 


require an amendment might include “office” 


consolidations and land use changes within - 
specific designations. Other criteria should 
establish information requirements and specific 
parameters to whicha poueael should . 


conform.: 


Special attention should be paid to oc oadany 
plans to ensure that their detailed designations 


- do not likewise necessitate constant amend- 


ment. For example, the general residential 


policies in the official plan can establish density 


categories for use in secondary plans, but pro- | 
vide that such categories can be modified or 
refined without an amendment. 


Such criteria may not prevent amendments, 


but they will assist:in making it clear when an 


amendment is absolutely necessary. 


-. Avoid duplication of official plans 


Many municipalities are the subject of a number 
of plans (e.g., 


regional plans, local plans, 
secondary plans). Each plan should fulfil a par- 
ticular function, and duplication of policies 


. should be avoided. 


In particular, the level of policy detail in some 


secondary plans is not always necessary, 


especially for existing stable residential and 
industrial areas. Therefore, the official plan 
should limit the-areas for which secondary plans 
are to be prepared. For example, “greenfield” 
areas and major redevelopment areas may | 
require secondary plans. 


This approach reduces duplication, the need to 
’ process multiple amendments, and the need for 


more than one level of government to process 
similar amendments. 


Reflect the information base available 


Sometimes official plans are developed in 
areas where information is limited on matters 
such as floodlines. Where the technical . 


information is limited, the official plan policies . 


should permit appropriate uses subject to a 
zoning by-law amendment which establishes 
the technical details. This.eliminates the need 
for an official plan amendment. As this back- 
ground information is collected, it then can be 
incorporated into the official plan at the time of 
the five-year review. : 


Avoid the use of development standards 


An official plan is a policy document guiding’ | 


the principles of land use. It is not a set of regu-- 


- lations and does not generally set detailed _ 
Standards for development. These should be 
more appropriately set out in the zoning by-law. 
Test policies before implementing them 


Policies should be carefully analyzed prior to 


adoption to ensure that they do not contain any . 


implementation problems. For instance, official 
plans sometimes contain policies that are 
contradictory. 7 

The review by council, the public and the devel- 
opment industry will uncover some concerns.. 
Whenever possible the policies should be 
reviewed with planners who have development 
~ control experience to clarify the implications of 
policies. and.ensure that they will facilitate - 
achievement of goals. 


Avoid repetition - do not use two policies 
when one will do 


_ The anne of any official peine or amendment. 
can be a complex task and it is often very easy 
to lose sight of “the forest for the trees.” 


One result is that the same policy statement is 
repeated several times, although in a slightly . 
different manner each time. This is confusing 

and can cause interpretation problems and 
subsequent amendments when one or more | 
statements are compared. i 


‘Whenever possible state.a policy direction only 
once and in as simple terms as possible. 


Clearly identify contextual or background 
information and keep it to aminimum 


The inclusion of some background or contextu- 


_al information in the official plan can be an 


important aid in understanding and interpreting 


_ the policies, and may reduce the need for. 
amendments. 


However, if such information is included in the 

plan: 

* its status should be clearly identified to avoid 
any interpretation problems; and — 


° such sections should be kept up to date, 
or they may create questions: about the 
validity of the policies which relate to the 

~ information. 


Streamlining Zoning By-Laws 
Zoning by-laws are detailed development 
_control regulations which can be several pages 


or hundreds of pages in length. 


The specific regulations employed in by-laws 


mean that amendments will be required more _ | 
frequently than for official plans. 


_ Nevertheless, there are a number of approach- 


es which can be used to reduce unnecessary - 
amendments to the by-law. These approaches 
should also assist in simplifying these highly 
technical documents. 


Use simple style and format 


Use a writing style and document format which. 


makes the document as accessible to council, 


the public, and the deueop ent industry as 
possible. 


Zoning by- -laws are the most frequently used dof 
all local by-|aws. There are great benefits i in” 
making them as easy to read as possible. The 
following techniques can be used: 


° Cross reference. 


«© Keep paragraphs and sections Sn 


¢ Use point form. 


° Put section locators at top of page. 
e Use graphics. | 

e Use subheadings. 

e Vary type fonts and sizes. 

: Simplify language. 


e Increase white space around text for easier 
reading. 


Reduce the number of zones 


A review of most zoning by-laws indicates that 
there can be considerable overlap, between the 
various zones, particularly with respect to uses. 
~ Planners who work with such by-laws shouid 
ask themselves whether so many zones are : 
necessary and/or useful. Each zone should 
permit a range of compatible uses. 


A reduction in the number of zones should limit 
‘the need for amendments. 


For example, some by-laws have several. 
~ commercial zones, such as “highway”, “tourist”, 


“severice” and “general” commercial. In many | 


municipalities the distinction is unnecessary 
and one zone would be sufficient. This would 
avoid a zoning by-law amendment for an addi- 
tion of a convenience store to a gas station, for 
example. | 3 


| Tailor the zoning by-law to the needs of 
the municipality ; 


Many municipalities, particularly larger urban 
centres, require fairly complex by- laws because 
of the nature of the development which they are 
attempting to regulate. ’ 


However, this should not be the case for small- — 


er towns or rural areas. For example, in some 

rural municipalities “minimum standard zoning 
by-laws” are quite sufficient to meet the needs 
of the community. Such by-laws may not have 
any zones and contain only the basic land use 
controls, including a minimum lot size and the 

number of buildings allowed on a lot. 


Therefore, it is important in drafting a by-law, or 


up-dating an existing by-law, to consider: 


¢ the type of development which the 
municipality must deal with; 


¢ the level of development activity; and 


e the administrative capabilities of staff, 


There is no redson to put in place a “deluxe” 


zoning by-law when a simpler, more stream- 
lined document will do. 


Simplify the regulations 


Regulations such as the following are too 
complex and difficult to interpret. This leads to 


the need for amendments and increases the 
- potential for legal challenges to the by-law. 


Example of a regulation which should 
be simplified 7 

“Notwithstanding this subsection, where a 

_ mixed-use building or a C1 building have 
dwelling units in the upper portion thereof 
have fewer than 25 dwelling units, not less’ 
than one-third of the aggregate of the park- | 
ing spaces required to be provided and 
maintained pursuant to the foregoing provi- 
sions of this subsection shall, in lieu of being 
provided and maintained as required by 
those provisions, be provided.and main- 
tained in respect of all purposes for which 
the building is to be erected or used, and 
‘none of the parking spaces comprising the 
aforesaid one-third of the aggregate shall be 
assigned by the use of any sign, symbol or — 
other means for the exclusive use of any 

_individual or group, and no sign, symbol or 
other form of legend shall be posted within or 
at the entrance to the parking facility com- 
prising the parking spaces that purports to 
restrict access to or the use of the parking 
spaces contrary to this subsection.” 2 


Suggested simplification 


Parking Standard 
One-third of the | 
required parking spaces 
for all the permitted uses 
for which the building — 
may be used. 


Building Type 
Mixed-use building 
or C1 building with 
less than 25 
dwelling units in 
the upper portion 
of the building. 


Note that the location of signs is not included in _ 


the zoning by-law, as it is more appropriately 
included in the municipal sign by-law Bese 
under the Habe Act. 


Minimize exception zones : 

Over time, in response to applications for devel- 

_ opment, many municipalities have established 
a number of exception zones for specific sites. 

_ However, these exceptions tend to: 

* add considerably to the complexity of the 

by-law making it difficult to interpret, adminis- 

ter and enforce; and — 


e require that future changes on. 1 the site will 
need further amendments. 


Such exceptions may also Rarinneneean) ify: 
‘the range of uses permitted in the general 
‘Zones is fairly broad. 


Another option is to create an exception zone 


Si Update the zoning by-law on a regular 


basis to reflect on-going experience 


A record should be kept of problems, such as. 
ambiguities in the text and inappropriate zones, 
and frequent exceptions: The zoning by-law 
should be amended regularly to correct zone 
standards and to reduce the need for exceptions. 


_.. This process will avoid unnecessary rezonings 


which result from technical ak Proper with the .- 
by- ‘law. 


Use holding zones or pre-zone where 
* othe principle of development has been 


established aS 


"Where the nrineple of development has been 
_ established in the official plan for undeveloped 


areas, and major planning work such as infra- 
structure needs has been completed, it may be 
appropriate to prezone the area, with or without . 


~ the use of-a holding zone. This is particularly . 


true if the lands have been the subject ofa 
detailed secondary plan: . 


The holding zone ensures that,premature 
development does.not occur, and, although a 
by-law amendment is still required to lift the | 
holding provision, it is subject to reduced notice 


requirements and appeals. 


Ensure that development of lots of. record which 


do not conform with the zoning by-law can still 


_ proceed 


which is not limited to a specific site and can be — 


used if similar circumstances arise again. The 

use of such a zone would still require a rezon- 

ing, but it would reduce the total number of » 
zones and the complexity of the by-law. 


Often existing lots cannot meet the by-law regu- 


. lations with respect to lot area, lot frontage or 


‘lot depth. The by-law. could be written so:as to 

- permit the development of such lots provided — 
_ other critical standards can be met, such as . 

_ setbacks, height or lot coverage. This approach 
-will reduce the need for by-law amendments. 

- while.ensuring that development is appropriate. 
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Establish regulations to make existing 


buildings conform where appropriate 


In older. developed areas in some municipalities 


— such as main streets — consideration should: 
be given to making existing buildings conform _ . 
_to the zoning by-law. This can be done: 


through the establishment of setbacks which | 


acknowledge the existing walls of buildings; — 


by ensuring that the permitted uses reflect 
the existing uses, if such uses are deemed 
to be appropriate for an area; 

by ensuring that the density limits are. 
representative of the area; 


by ensuring that minimum lot frontages are 


'_ representative of the area; and 


permitting an existing non-conforming 


building to be reconstructed in the same 
location. eG 


-- - GUIDELINE6 | | 
AGENCY REVIEW PROCESS 


- During the review of a development proposal, 
as.many as eighteen agencies may be 
involved. While most of the review agencies — 
represent provincial ministries, the review 

" process may also involve conservation authori- 
ties, health units, special purpose boards and 

~ commissions; school boards, utility companies, 
railway companies and federal agencies. 


Delays in the circulation and review process | 
cause wasted time and increased costs for the 
developer. This Guideline provides some 


suggestions which, if implemented, will help tq 


make the review process more gine for all 
reviewing agencies. 


It is also recognized that insufficient pre- _ 

, screening by approval authorities and incom- 
plete applications add to the delays in reviewing 
applications. Other Guidelines directed at 


municipalities and proponents make it clear that _ 
they too, have a much more proactive role 1On0n 


play in ensuring that the planning system is not 
clogged with incomplete or inappropriate | 
applications: ; 


The intent of streamlining the agency review 
‘process is to minimize “downtime” for applica- . 
tions in the system by eliminating unnecessary . 
duplication and other “time wasters” that have 
crept into the process. A more efficient review 


will also result in better relations with municipal © 


staff and the development industry, and-will 
provide more time for agencies to ehene on 
contentious proposals. 


There are a number of relatively straightforward - 


initiatives that review agencies can take to 
reduce unnecessary delays:in the review 
process. They include: 


¢ improving communications; 


° setting out clear standards for approval: 


-¢ streamlining procedures; 


* managing circulation; 


_ ¢ delegating decisions; 


¢ participating in pre-consultation; 


° evaluating the extent or Seidel of review 
required; and 


° improving staffing priorities and 


assignments, 


» 


Improving Communications 


_ Time spent in improving communications can 


result in major dividends by helping to reduce 
frustration levels and avoid time-consuming 
misunderstandings. In the context of the plan 


_review and approval process, effective commu- 


nication means letting the other participants 
know: 


° what your requirements are; 
° who.the contact is at your agency; and 


e where the application is in the process. 


What is required? 


Agencies should have a clear set of standards 
and approval requirements which will allow 


proponents an understanding of agency expec- - 


tations as they may apply to any given project. 
Guidelines containing agency standards and 
requirements should be made available to 
municipalities so that they can inform the pro- 
ponent what is required up front. Guidelines © 
should be made available during pre-consulta- 
tion with the proponent. The standards and ~ 


" requirements should ensure consistency of 


review among agency staff. 


In addition to guidelines, a comprehensive 
listing of completed studies can avoid unneces- 


- Sary duplication of studies, as well as notifying 
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the proponent whether additional studies are 
necessary. Where this type of information is 
available, ensure that the approval authority 
and proponents are aware of the existence of 
the data base. 


Who is the contact person? . 


Provincial agencies are large organizations. In 


most cases the municipal authority and the pro- . 
‘ponent deal with review agencies by telephone. 


Assigning one staff person to act as the contact 
for a particular application is a prerequisite to. 
effective communications. This technique “puts 
a face” on the organization for the other parties, 
reducing frustration and saving time in repeti- 


tious explanations and review. 


Where is the application? ~ 


‘ 


The approval authority and the proponent need 


to know where the application is in the review 
process. Changes in scheduling for an.agency 
can. affect more than just workload for the other 


parties. For proponents, unforeseen delays can 


mean additional interest costs and, in some. 
cases, a complete refinancing. It is especially 
important for proponents to be informed in a 
timely manner when changes are required. 


The following tips can help review agencies 
improve communications by more effectively 
tracking applications from draft through to 
approved document status: - 


¢ Provide early notice to the proponent about 
concerns which need to be addressed or 
additional information which is required. 


‘e Senda copy of the comments to the pro- 


ponent at the same time as they are being 
submitted to the approval authority. 


° ‘Consider phoning the approval authority 
* and/or proponent if the comment letter identi- 
fies additional information requirements. 


Streamlining Procedures 


The key to streamlining procedures is to man- 


age the process. This involves establishing time ~ 


frames for each agency operation and develop- 
ing the management tools to make them work. 

By making relatively small changes in adminis- 
trative procedures, the overall review process _ 

can be made more efficient and effective. 


Small details such as the time taken to type a 
response letter are important. Where the time 
betwéen verbal approval and receipt of a typed 
certificate of approval is measured in weeks 
instead of days, the proponent becomes under- 


.Standably frustrated. 


Office procedures and techniques can be 
improved by using the following general 
approaches: . 

¢ setting priorities and categorizing 

~ applications; : 

¢ eliminating unnecessary work; and 


° reducing “downtime”. 


Setting priorities 


‘Making all applications wait in the same “line” 


whether or not they require a comment, just 
adds to the apparent work load and frustrates 
proponents. Straightforward applications which 
are consistent with established policies should 
move through the system quickly. Setting priori- ; 
ties and categorizing, applications enable a 
review agency to deal quickly with applications 
and reserve precious time for problematic. 
issues. | | 

One ‘agency, for example, pulls out the applica- 
tions which do not need a review and turns 
around the “no comment” responses within 


_ three days of receiving the file. Another agency 


simply stamps “no comment” directly on the 


_ Original letter of request for comment before 


returning the application to the approval 
authority. i 


Eliminating unnecessary work 


A careful examination of any business opera- | 
tion can reveal unnecessary steps. In the con- 
text of plans approval, eliminating unnecessary 
_ work not only speeds up. the review process, 
but also frees up staff time to deal with prob-. 
-lems and issues that are central to the agency’s 
mandate, For example, using standardized — 
response forms filled out by the plan reviewer 


saves two steps: composing the response letter 


_and typing it. Being concise in your responses 
saves time,:Conclude your response witha | 
specific recommendation, requirement or direc- 
tion for the approval agency. Issues that arise 
which are outside your agency’s mandate 
should be left to the appropriate review agency 
and approval authority. 


Reducing “downtime” 


‘Any time when an Application is in transit or is 
just sitting on someone’s desk is downtime. 
By careful project management and use of 
time savers, the amount of downtime can be 


reduced and the overall length of time that an — 


. application is in the system.can be shortened. 
The use of a facsimile machine is a good 
example of reducing downtime. Bring-forward | 
systems and effective filing systems also reduce 
inefficiencies. Pre-screening of submissions, 


perhaps using a checklist, should be carried out. 


to determine if all necessary studies have 
accompanied the circulation. If not, the propo- 
nent can be notified right away of missing 
information, and the application will not sit for 
a ents Beer : 


Cirealation and Coordination 


' Eliminating unnecessary circulation simplifies 
the agency review process. In some cases 
agencies. may decide that they no longer need 
to be involved in plan review in certain areas or 


for specific application types. In other instances: 


better coordination between the region and 
local municipality could eliminate duplicate 


circulation to the same agency. Review agen- 
cies should also review their own requirements. 
Assess whether it is really essential, for exam-_ 
ple, for plans to be circulated to both regional. 
and central offices, and advise the approval _ 


~ authority of changes in their circulation require- 
_ ments. 


Participate in Pre-Consultation 


Pre-consultation by the proponent and the 


‘approval authority with review agencies can» 
~ save time for all concerned later on in the 
_ process and result in a better quality product. 


This preliminary review.should serve to ein, 
for the proponent: 


© those studies which have focn fone on the 


neighbouring property or properties; 


5 what additional studies are required; _ 


-* any requirements that may need to be 


coordinated with those of other agencies. 


Pre-consultation on large, complex proposals i is 


most effective when all agencies can participate 
in a meeting to identify needed studies and - 
share their concerns. Where it is not practical 
for agency representatives to meet together, 
informal individual contact by the proponent can j 


‘bea benefit in clarifying Pguireipe nis 


Delegation | 


At the agency level, applications may be held 
up when all decisions have to go through the - 


- reviewer's supervisor or director. Delegation is 


an effective way to make the best use of staff 


time — freeing up time for the most experienced 
personnel to deal with particularly difficult issues. 
'. Delegation is widely recognized as an effective. 
_ management tool that results in a more effec-__ 


tive operation.: 


or Agencies may wish to consider deedace or 


transferring some of their plan review responsi- 
bilities to the municipal approval authority 
where the municipality has sufficient expertise 


' and where permitted by statute. Municipalities 


| may have staff archaeologists, heritage 
preservation experts, or noise experts for . 


example, who can. review applications i in their - 


areas. Municipal staff can often receive train- 
ing in such areas from agencies and assume 
responsibility for protecting agency interests. 
Delegation can provide for local solutions, 
better customer service and speedier review 
and approval. 


Staffing Assignments 
| There are some staff functions that need to be 
provided in the review process beyond actually 
reviewing applications. Sufficient staff should . 
be provided in. order to: 


e allow for pre- -consultation; 


° establish a definite contact person for the 
project; and 


¢ follow up on agency comments. 


«Pre- consultation should be an agency priority 
since it will save time for all participants later on » 
_ in the process. Assigning a contact person for 
each project can actually save staff time by | 
avoiding duplication and unnecessary review 


_within the agency. Once an agency has made 


a decision on a project, it is important that | 
sufficient staff time be allotted to back up the 


' decision with other authorities such as the - 


Ministry of Municipal Affairs or the Ontario 
Municipal Board. 


For most offices today the information explo- 


~ .gion has led directly to a workload explosion. 


- .The almost automatic response on everyone’s 


‘part i is to ask for more Staff. In some circum- 


' stances there may be genuine staff shortages, 


but setting priorities for activities often results in 


- efficiencies. In. many cases, by working more 
* Strategically, staff time can be freed up to take 


on new tasks that improve the quality of service. 


Monitoring : 

Any revisions to long-standing practices must 7 
be monitored on an ongoing basis to ensure 
that the expected results are attained. Each 
agency needs to evaluate their progress in 
meeting established time frames. Regular 
monitoring allows a thorough analysis of the 


‘blockages which remain in the system, and 
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allows for performance improvements.to be 
identified and implemented. 


nae : . i ; ) | 
GUIDELINE 7 
THE PROPONENT'S ROLE 


As.communities change and grow, the way land 
is used changes to meet emerging needs and 
demands. Central to this process is the role of 
the proponent. This is the person (or company) 
who purchases and assembles property, devel- 
ops a plan for its new use and arranges for. the 
necessary approvals from the municipality. A 
proponent’s project may be large or small, and 
‘it may involve new development or redevelop- 
ment, such as residential intensification. 


Approaching a Complex 
Process in a Professional 
Manner 


_As in any business, bringing a project in on 
time’and on budget i is essential to success. 

_ Whatever the size or resources of the’ develop- 
ment company, all proponents or their agents . 
must submit their proposals to a review and _ 
approval process that can be complex and 
time consuming. Unnecessary or unforeseen 
delays can affect the financial viability of a pro- 
ject and prove a costly learning experience. As 
well, delays for one application create logjams 
that slow down all the other applications in the 
system, adding to XE ONE: s expense and - 
frustration. 


The best insurance of success is for every pro- 
- ponent to approach the development process in 
a knowledgeable and professional manner. The 
first step is to understand just what is involved 
in the plan review and approval process. 


~What’s rioleen 


The system of planning in Ontario has evolved 
as a means of balancing community and private 
interests in the use of land. 


The community’s aspirations are reflected in 
its official plan, which is intended to guide - 


~ development. In Ontario, the intention is for all 


municipalities, both rural and urban, to develop 
official plans. These should be reviewed and 


updated periodically. The Planning Act requires 


municipalities to hold a public meeting’every | 
five years to determine the need for revisions to 


,_ _ the official plan. Both the initial development 


and periodic review of official plans involve - 
considerable opportunity for public participation, 


For the property owner who wishes to develop 


a piece of land, there are several types of plan- 
ning approvals that. may be required. Often 
SCS may be dealt with concurrently. 


e An Official plan amendment may be required 
if the proposed development does not con- __ 
form to the policies or land use designations 
in the official plan. For example the designa- ~ 
tion of a property may be changed from. _ 
industrial to commercial. 


¢ A zoning by-law amendment may be . : 
required to rezone the property. The zoning 
could be changed from residential to neigh- 
bourhood commercial or changed to revise 
the standards that apply to a site, such as 
_ the number of parking spaces that noe to. 
be provided. 


- © A plan of subdivision and subdivision 
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agreement may be needed to subdivide land 
- into lots for development. 


© Other approvals that may be required 


-. include consents, minor variances and site ~ 
plans under the Planning Act, as well as 
permits or approvals under other legislation, 
‘such as the Environmental Protection Act, 
Lakes and Rivers Improvement ‘Act, and 

' Highway Act. ; 


“Each type of planning approval will have a 
different set of requirements and steps to be 

followed. The time necessary to complete these 
approvals will-vary based on the complexity of 

- the proposed development. The review of 

~ contentious applications may take longer. It is 

important for proponents to understand that 
they can shorten the time frame by ensuring 
completeness in their applications and studies. 


Experienced proponents check with the local 
municipality and review agencies to determine 
their requirements before purchasing land or 
making major expenditures on development 
~ proposals. 3 : 


Who’s Involved 

First, there are the proponents. They are the | 

_ parties who initiate the development and rede- 
velopment. To the proponent, the municipality 
is the most visible approval body; it is charged 
with the responsibility of seeing that new devel- 
opment meets the official plan and other 
planning requirements. In some cases, the 


county, region or Ministry of Municipal Affairs is» - 


the approval authority. In addition, there are a 
-number of review agencies at the regional and 
provincial levels whose requirements must be 
met and who provide comments on the applica- 
tion to the approval authority. The list of 
reviewing agencies will vary according to the 
application, but can include the following: 


Provincial Ministries and Agencies: 

Agriculture and Food 
Culture and Communications . 
Energy 

) Environment. 
Municipal Affairs 
Natural Resources | 

Niagara Escarpment Commission 


Transportation 


Other Agencies: 

Bell Canada 
CN Rail 

- Conservation Authority 
CP Rail” 

~ Health Unit 
Ontario Hydro 
Public Works Canada 
School Board 
Transport Canada © 


_ Finally, the public, through representation to 


the municipality, the region, and the province, 


has a voice in the course of planning approvals. 


The Planning Act mandates the opportunity 
for the public to comment at certain points in 
‘the approval process. However, experienced 


| proponents try to consult with the public and 
" review agencies in advance of submitting 
- applications as well as throughout the process. 


This can minimize costly delays. 


A Professional Approach to 


' Development 


Understanding the scope and complexity of the 
development review and approval process rein- 
forces the need for a professional approach to 
each and every development application — no 
matter how large or small.the project. While 


__ large firms may use in-house expertise in areas 


such as planning, law and finance, smaller 
companies can still achieve a professional 
approach by using the same techniques that 
work for the experts. A useful approach for the 
proponent involves. the following four steps: 


e pre-consultation with local authorities and 
review agencies; 


¢ public consultation; 


e presenting a professional and complete 
application; and © — 


_e project managing the circulation and review 


process. 


These steps are the subject of the next four 
Guidelines in this series. ; 


/ 
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GUIDELINE 8 
PRE-CONSULTATION 


For many people in the development industry, 


the excitement of the process is in seeing ideas 


and plans take shape, first on paper and then : 
in three dimensions. In the early stages of a 
development, there is’a natural tendency to 
rush ideas into print to get a proposal béfore ~ 
‘the approval authority as soon as possible. 
However, as with most projects, time spent up - 
_ front in preparation pays off ina smoother, 
more efficient process during the later stages. 


For the development process, this means tak-: 
ing the time to consult with the local approval 
authorities and provincial review agencies at an 
early stage — as your concepts begin to be © 
transferred to paper. Pre-consultation when — 


built into the design process, is beneficial. It can 


~ be used to: . 
© determine the requirements of local and 
provincial authorities (this will be helpful in 
determining the best form for the develop- 
ment); oo | 

° identify constraints (either natural or . 
_ man-made) relating to the site; 
e begin any necessary reals work as 

soon as possible; 5 


e. examine the official plan to assess whether 
your proposal fits in with the pe -term 
objectives; fs 


ne determine whether the official plan and/or 
zoning by-law need to be amended; ° 


~ develop an understanding of the approval . 


process in that particular municipality; and 


e be.more effective and efficient (save time 
and money). 


~ As well, consulting with local authorities and 


review agencies early in the process has sever- 


: al intangible ‘benefits. It establishes a spirit Of 


cooperation from the start, and it enhances the 
professional image of the proponent while | 
conveying to the local authorities and review 
agencies that their input is valued. 


Effective Pre-Consultation. 
Following a few simple guidelines will ensure 
that pre- -consultation is both effective and effi- 
cient. First, be clear about your objectives. _ , 
Pre-consultation allows you to identify the rules, 
players and potential problems, and to set the . 
tone for future solines with the approval | 


authority. 


Secondly, consult at an: reat stage in the | 
development of plans while there is some flexi- 
bility and changes can still be made. This is 


~ especially. important if you plan to meet with 


surrounding neighbours who may have con- ° 
cerns about the development. 


Thirdly, . recognize that procedures milky vary - 


from ‘municipality to. municipality. In Ontario. 


there is considerable latitude for municipalities 


‘to handle the approval process in the way that ~ 
suits them best. Procedures may vary; depend- 
“ing on the type of municipality, from a rural 


township to a regional government. As well, 
approval for official plan amendments, subdivi-: 
sions and condominiums may come-from the. 
municipality, or come from the county or region, 


or from the province — ora Scrap ingtion ois 


these.. 


- Finally, whatever the circumstances, it is impor- 


tant to be professional at all times. The > 


-. proponent who is courteous and thorough and 
_. who does not waste other people’s time will find 
fewer problems at each stage in the process... 


- Steps to Effective 
-Pre-Consultation 


The first step in pre-consultation is to identify 
- and contact the appropriate officials of the ~ 
. municipality — usually staff in the planning ~ 
department or development department who 
handle applications. Small municipalities may 


_ not have planning staff but handle applications . 
‘through the clerk, employing a planning consul-: 


tant for technical advice. 


Next gather information on the procedures and 


requirements of the municipality. This will 
~ answer questions such as; 


° What form should the application be in? 
_How many copies are needed? 


© What studies are usually required? 


¢ How is the application reviewed at the. . 
“municipal level? 


e¢ Who are the review agencies? 


With this information in hand, you will en be © 
able to address questions relating specifically 
to your site. For example, does your. proposal 
comply with the official plan? Does it meet the 
requirements for permitted uses, density, 
compatibility with surrounding uses, and any 
_ standards that may be set out? 'How.can it be 
redesignated to best fit with the official plan? If 
it cannot be redesignated, would an amend- — 
ment to the official plan be appropriate, and 
would the municipality consider it? If a new 
official plan is under consideration, how will it 
affect your proposal? Itis also necessary to 
ensure that your proposal complies with munici- 
pal zoning, and ifnot, whether the municipality 
would consider a zoning by-law amendment. ° 


The next step is to identity potential problems 
and special areas of concern relating to the 


. proposed development, such as: 


¢ Should alternative oad Se be 
considered? | 


¢ Is aschool site required? 


e ls there sufficient municipal water and sewer 
' capacity to service the development? 
Alternately, if wells and septic systems are 
proposed, are the soil and drainage condi- 
tions capable of supporting them? 


¢ Is'the site likely to have a high potential for 
archaeological remains? 


: ¢ Was the site previously occupied by an 


industrial use? 


ers development compatible with surrounding 
land uses? 


‘¢ Are there environmentally significant or . 


sensitive featurés on or adjacent to the site? 


e Isthe proposed development located in a 


‘floodplain? . 


- These questions can best be answered through 


discussions with the appropriate staff of the 


municipality and the review agencies. 
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The municipality may also have special approval 
requirements, depending on the type of develop- 
ment proposed. For example, site plan approvals 
are required in some municipalities for multi- 
family developments. The municipality may also 
have’ by-laws relating to sources of noise and 
odours and other considerations that could 
affect the development. | 


GUIDELINE 9 
PUBLIC CONSULTATION. 


Public consultation is one of the most effective 
tools that proponents can use to improve the 

| planning approval process. Experienced propo- 
nents have found that time spent up front on’ 
consultation can result i in smoother approvals 
_later in the process. While no process can guar- 


) antee full community support, in many instances | 


public consultation will save time and money 
and enhance the Bia ts reputation. 


Steps to Effective Public 
Consultation 
1..Start early 


_ Make public consultation a part of the devel- 
opment process from the outset. Do not 
leave it as an afterthought. Public consulta- 


tion should begin when plans are still flexible’ 


and open to change — when there is 
adequate time for genuine dialogue. As well, 
participants in the public consultations will 

~ need time to study the plans and prepare a 
thorough response. . 


. 2. Identify affected/concerned individuals a 
groups 


The number of individuals or groups affected 
will vary depending on the scope of the . 
project. For small scale, straightforward 
applications, only surrounding neighbours 
may be affected. Forlarger projects, factors 
such as land values, traffic patterns and 
school enrolments will affect a broader 


community. The municipal approval authority 


should be able to comment on who may be 


affected. As well, the clerk will be able to % 


provide contact names for appropriate 
ratepayer groups. In order to address the 
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concerns of the local public, first identify 
the individuals and groups who might be 
affected by your plans and then establish a 
mechanism for esto with them early in 
the ieee: 


. Provide factual information 


Having identified the people you: will need 
to contact, the next step will be to provide 
information about the project. The manner of. 
presenting plans to the public could vary 
from a simple factsheet with a line drawing to 
a complete scale model of the proposed 
development. The size of the project and 


"the number of people involved will help to 


determine how best to package the informa- 


tion. The choice of presentation materials will 


also be affected by whether the information 
will be presented at a large public meeting or 
ina: neighbour’ Ss living room. 


_ Whatever materials are used, they should 


describe the project in lay terms, demon-. 


-Strating-that you have anticipated its impact 
on the community. 


. Identify the basis of concerns and objections } 


In addition to providing information, consulta- 


tion with individuals or community groups 


should also serve to-identify concerns. It may. . 
be a natural response to rush to the defense 


of a project on which you and your team 
: have spent months of preparation. But it is 


more important at this stage that you “active- 


ly listen” to the community in order to identify 


and record community concerns correctly. 


This phase of the public consultation could 


‘be accomplished in a number of ways, - 


depending on the size of the project and | 
the nature of the community. Individual visits 
to neighbouring property owners, meetings 
with the executive of local ratepayer groups, 


informal “living room” meetings in the neigh- ° 


bourhood or a public information meeting are 
~ some examples of vehicles for gathering 
information on community concerns. 


- During this phase, help individuals to articu- 


late their specific concerns about the project, 


acknowledge their concerns and ask for their 
recommendations. Again;.your role at this 
"stage should be one of the “active listener” 
rather than negotiator. Your intent is to involve 
the community in solving the problems they . 
have identified, not to defend your original plan. 


5. Respond to community concerns . 


Reporting back to the community is an 
essential step in the consultation process. 
By reporting back you will be able to: 
¢ demonstrate that you have heard the 

community’s concerns; and — 

e identify the changes you have made that 
satisfy the concerns. 


‘itis important to report back even on those 


items where changes were not made. Giving | 


reasons for accepting or rejecting community 
input shows respect for the:consultation | 
process, acknowledges the community’s 
contribution and maintains open lines of . 
communication with the community. 


Examples of Public 
Consultation 

.Public consultation activities can range from 
simply visiting adjacent property owners to 
actually developing plans with a neighbourhood 
committee over a period of several months. The 
examples below illustrate several successful 
approaches that have been used in different 
situations. When working out your program for 
public consultation, tailor it to suit the size of 


your business.and the size and type of develop- 


ment being proposed. 


1. On a small project in Eastern Ontario, the 
principal of the development firm personally 
visited all the property owners bordering the 
site of the proposed development to explain 
his plans and to address concerns. When it 
came time for official approval the develop- 

_ ment application met with no objections. 


2. In an area of extensive new residential 
development, a residents’ association was 
formed in the first portion of the area to be 
built. The owner of several adjoining develop- 

ment sites worked closely with the residents” 
association to develop plans for the balance 
of the area. : | 


3. An urban infill project with 200+ apartment 
~ units was designed through an extensive 
process of public consultation that involved 
four significant revisions to the plan. ° 


4. Although not strictly: public consultation, 
showing consideration for special features on 
the site can work wonders for the corporate 
image and also help to smooth the way for . 
approvals. One Ontario proponent was sur- 
prised to find archaeological evidence of an 
early settlement when his crew began site 
preparation. They arranged an archaeologi- 

‘cal “dig” at the site before any requirements 
were imposed from outside. The community 
was advised and involved in the dig. In this 

‘way, the archaeological requirements were 
‘met, the company was seen as “doing the 

_ right thing” and the development could still 
be completed on schedule. 


Human nature is unpredictable at best and 


even the most thorough public consultation 
‘program is no guarantee for automatic approval 
-of your plans. Citizens may still present their . _ 


views to the local municipality, the region or 
even the OMB. However, development profes- 
sionals who have used public consultation are 
convinced that overall benefits of smoother 
approvals and improved corporate image make 
the effort entirely worthwhile. 


GUIDELINE 10. 
IMPROVING APPLICATIONS 


Depending on the circumstances, an applica- 
tion to develop a property may require an 
official plan amendment and a zoning by-law 
amendment, and in some cases a subdivision | 
approval. Whatever the circumstances, a 


’ clearly presented, complete and thorough appli- 


. cation can smooth the way for a speedier 
evaluation of your proposals. 


Until the project is actually built, the application 
is the primary communication tool — represent- 
ing the project to all agencies involved in the 
review and approval process. A clearly worded 
and complete application will reduce delays 
caused by misunderstanding or lack of 
information. 


Applications are Savile prescreened by the 
approval authority for such matters as COME =. 


pleteness, required supporting information and 


conformity with the general intent of the official 
plan and provincial policies. Incomplete applica- 
‘tions may be returned to you indicating what 


- information is missing. This means that you will .. | 
have lost the time it takes to submit the applica- — 


tion and you will.have used up valuable time 
which could have been used in processing - 
“complete applications. 


Ensuring a Clear, Concise and 
Complete Application 


’ Considering the number of players involved in 
reviewing your plans, the benefits of a clear, 
concise and complete application are obvious. 
Extra time spent at the outset to make your - 
application complete in every respect will pay 

_ Off later in a smoother and faster review. Antici- 
pating the information required by the various 
review agencies and including it with the appli- 
cation will avoid duplicated effort later in the 


process. Finally, putting your ee effort into the 


ey application will present it and your.company in — 


a more positive and professional manner. 


Typical Problem Areas for : 


Plan Reviewers 


‘Staff who réview applications report that similar 
items are omitted in many different applications. e: 
} Typically, there i is insufficient detail See to: 


' e-the site plan; 


° type of servicing proposed; 


© exact location of the property; 


o boundaries of the property; 


° natural features of the site ingiading contour 
lines; 


¢ land uses on adjacent properties and in the 
vicinity; 


° previous land use on the proposed site: and 


-® the name, address and phone number of the 


‘proponent or agent knowledgeable about the © 
application. 


Some review agencies prepare their pon raen 


~ following a visit to the site of the proposed — 


development. It is critical to provide sufficient 


‘information both on the application and on the. 


site that enables reviewers to identify the. 


proposed development on the ground. Sugges- 


tions are to include on the site plan features of 


the site such as buildings, trees, fences, rocks 


and other prominent features. Key aspects of 
the proposal should be identified on the site, 


~ such as lot lines and building envelopes, using 


stakes, signs or flash marks on trees. In 


_ addition, in some‘parts of the province, winter _— 
_ conditions may prevent a site visit until spring. 


Make sure that the application form is complete 
in every respect and that your plan drawings 
include all the necessary information. If you are 
uncertain about what is required, clarify it with 
the approval authority before submitting the 
application.. ere 


Another typical problem area relates to 
- additional studies that are required. Review | 
agencies report that submissions often do not 
state clearly what additional information is 
being prepared and when it will be ready. With- 
out this information, the review agency staff 
must spend additional time to. study the applica- 
tion, determine what is required, and contact 
the proponent to track it down. The best 
solution to this problem is to provide all the 
appropriate studies with the application. Where 
this is not possible, a list of studies being 
undertaken and when they will be ready should 
be attached to the application or covering letter. 
In many cases, circulation of the application to 
review agencies will not occur until key studies 
are available. In particular, background or justi- 
fication reports, drainage plans, servicing 
reports or environmental impact analyses. | 


Improving the Application - 
cin addition to dealing with the typical problem 
- areas, there are a number of ways in which the 
application can be improved. 


¢ Determine the appropriate application form. 
and make sure it is filled out completely. 
Depending on the type of application, the 
form may be available from the local 


municipality, the region or from the Ministry = 


of Municipal Affairs. 


.. © Ask the approval authority about any part of 


the application you are not sure of. Make 
sure you know exactly what is required 

- before submitting the application. In some 
cases, providing more than the minimum will 
help to speed up the review process. For 
example, providing a complete environmen- 


tal evaluation of the property, (e.g., checking . 
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for closed disposal sites, soil quality 
problems, etc.) will enable.the review agency 
to comment directly. 


° Provide an appropriate number of copies of 
‘both the application and any plans and 


related studies. 


Include a note or memo regarding the status 
of any studies that are not attached. Identify 
the type of study and when it will be avail- 
able. This enables the reviewer to geta 
quick “snapshot” of the application and 
assess whether all necessary studies have 
been arranged. 


Provide a summary sheet that gives an 
overview of the entire proposal. In a brief 
reading, the reviewer should be able to . 
assess the present situation of the property, 
the proposed changes and how they will 
affect adjacent areas. This will enable the 
reviewer to focus quickly on the content of 
the application. 


Provide a cover letter or memo relating the 
application to meetings held to date and 
noting what stage it is at in the review 
process. Also indicate whether local agency 
circulation has occurred. These steps will 
remove any uncertainty on the part of the 
reviewer as to where the application is in the 
process and who has seen it. 


If possible, consolidate the applications for 


_ the zoning by-law amendment, official plan . 


amendment and plan of subdivision. If these 
can be submitted together, it will save the 


stime of going through the review process 


several times for the same property. As well, 
if more detailed plans are provided at the 
initial approval phase, it will be easier for | 
approval authorities to visualize the implica- 
tions of the new development and to 
anticipate any potential problems. Usually, a 
combined application is suitable if the project 
doesn't involve a major shift in policy for the 
approval authority. 


¢ Consultants can prepare drafts for zoning Checklist for an Ideal 

by-law amendments, Official Seeds Application 

ments, or any other draft documentation. 

This can often serve to speed the time spent | The eventual package of documentation 

in processing the development: application ~ accompanying an application can be quite 

through the approval process. - extensive, including a draft plan, application 

~ and supporting documents. To ensure that - 
nothing essential has been left out, it is helpful 
to make use of a checklist like the one below. 


e Consider binding the application and all . 
supporting information and studies into one 
binder, with appropriate tabs and a table of 


contents. This will make handling the appli- .. Name, address and phone number of 
cation documents much easier and it will . proponent ri) 
ensure that related studies don’t go astray. «_~Name and phone number of key contact 


person representing the proponent 
e Aclear location map 
° Key map ‘ 
*. Date prepared 
* Date of revisions — 
° ‘Standardized geocoding 
° North arrow oe 


° Cover letter describing which approvals _ 
_ have been obtained for the 2 property 


. Executive summary 
© Scale of all maps including key map. 
° Legal. description of property 


¢ Checklist cover sheet indicating which 
. information is included and which is ies a 


e All supporting studies or note indicating - 
~ when they will be ready. 
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| ‘GUIDELINE 11. 
MANAGING THE APPLICATION 


With a process involving many agencies and 

individuals, there is a good chance of unneces- 

sary delays caused by missing information, — 

misunderstandings, poor communication, or 
just plain human error. — 


A Proactive Role 


A clear, concise and complete application can 


help to speed a project through the approval 
process. Proponents can also help to stream- 
line the approval process by taking an active | 
role in steering the application through the 
system. By taking a’ project management role at 
each step in the process you can identify con- 
cerns, logjams and mix-ups when they occur. 
This enables you to respond quickly to the prob- 
lem and provide any additional information| 
without delay. As well, taking a proactive role 
will enhance your firm’s professional image and 
create a favourable climate for future 
applications. = | 


Effective Project Management 


The purpose of using a project management — 


approach is to ensure that your project does not ~ 


get delayed unnecessarily — that all is going 
smoothly at every step of the way. In order to 
do this you will need to “track” the application to 
know: | 


¢ where your application is at any given time; 
© who is looking after it; 


¢ ‘what problems, if any, have been identified; 
_ and | . 


° how the problems are being resolved. 


Tools and Techniques 


Project.managers have developed a number of 
tools.and techniques to assist in this task of 
“tracking” and expediting. Some use a “bring 
forward’ file to flag when they should call back 
a particular agency to check on.process. Others 
use a separate “log-book” for each project 
where they record the date and contents of any 
phone calls relating to the project. For others, a 


‘simple cover sheet onthe file folder can list the 


date, name, position and phone number of the 
person contacted. 


Whatever techniques you use, you will want to 


be on the lookout for problems which could 


cause delays. It is not enough to know that the 
“file” is on someone’s desk. Is the appropriate 
person dealing with it? When will they get to it? 
What concerns do they have? At this stage, 


“expediting is a bit like being an investigative 


reporter — persistence helps. But do not over- 


do it. Respect the workload of the reviewer. 


In a few cases, straightforward expediting may 
not be enough. Delays can occur when different 
agencies have conflicting views or when an 
agency suggests an amendment that the pro- 
ponent does not agree with. Playing agencies 
off against each other does not work. Try and ~~ 
bring the conflicting agencies together or seek 
assistance from the municipal, regional or 
provincial authorities. Many of these agencies 


- offer a conflict resolution service. 
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